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DEPARTMENT OF THE NAVY
HAUAL RESERYE READINESS COMMAND
REGHIN ELEVEN
MAVAL ALK STATION DALLAS TEXAS FS2T1-9502

COMMAVEESREDCOMEECIIINST 7010.1
Code 0F/00C

12 FEB 130
COMNAVREESREDCOMEES ELEVEM TNSTROCTION FOlG.1

Subj: ESTABLISHMENT AND ADMINESTRATION OF RESERVE CENTEE RECHEATICN
FUHLS

Bef: [a} COMMAVEESFORINST 7OI0.2
(b} BUFERSIKST 1710.1)4
(e} HAVSO P-33520
(d} NAYHILPERSCOMINGT 5890.]
(e] BUPERSINST 7OL%.1a

Encl: {1) NAVCOMPT Form 2213
{2) NaAVSUP Form 306
{3) Bample Consolidsted Property Listing
{4) NAVCOMPT Form 744
{5) MAVCOMPT Form 2212
£6) Sample DI Form 1342
£7) Sample Twe Parcy Mouey Count Sheetr
(&) Profiit Shating Formuls

1. Purpase. To establish and issue supplementat instructions, procedural
guidelines and policies for the establisheent and sdminiatration of Reserve
Center Unit Recreation Funds under the cogpizance of the Commander, Naval
Regerve Eeadiness Command Region Fleven (REDGOM 11).

2. Poliev and Procedures. Compliance with the provisions snd policies of
references (2} through (o) and this imastructien f£s directed for all BEDPCOM LI
activities. It is the poliey of BEDCOM 12 to provide For the recrestion needs
of assigned active duty Naval personmel. Comson uses of the fund include the
purchase of miner sporta/recreational egquigment, maintensnce of miner
recreation equipment, book:, magazines, cewspapers, and entertalament.
Expenditures should yield tspgible tecrestion benefits. These funds should
not be wsed primsrily for partde= and picnoics.

3. Fund Establizhment Approval Authority. Frocedures To request authority teo
egtabiish a Unit Becreation Fund ate cotttalped in referente (al.

4., PResponsibility. The effective operaticn atd administration of recresticn
program= is the respomsibility of the chsdn of command.

g. Commander, Maval Reserve Force {COMMAVRESFUR)., COMNAVRESFUR, through
COMMAVAIRESFOR {Code ié:ides overall eocrdination and administration of
recreation programs within the Reserve claimancy.

b. Commander, Laval Reserve Readiness Copmand Begion Elevem, REDCOM il
will Teview and inspece Unit Recrestlon Funda to epsure propeT menagement and
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financial accountability. Furcher, EEDCOM 11 will provide additional
assistance and guldance on reguest or whea deemed necessary fov other Teasgns.

£. Fund Adginistrator. PReserve Center commandirg cfficers having Lnit
Fecrearion Funds are designated Fund Administrators. They have juzisdiction
over, and are respoaslible for, the estc-lishment, administration, aperatdon,
z0d fimencial condition (inciuding selvency, stability, and dissclutiond, of
the -Eecreation Fund and will:

£1) Review and evaluate financlal statemesks and, where applicable,
forward theo a3z direcced to higher zuthority.

£2) Effect corrective action on recowmmendatlons made by audit board as
directed by reference (L.

(3) Apprave all recommendations of the Recreation Councid/Committee/
Baard, in writing, prior to expenditure of Recreatlon funds. Disapprove any
recommendacions of the Recreation Council/Cowmittee/Board, in writing, which
are desmed not to be in the besc interest of the Havy or are mot authovized as
outlined ia reference (hi.

{&) Persanally apprave aod sign all checks lovolving the expenditure
af Recreatian Fundz. XNo cheeks are to be written teo "CABH" or to any
"INDIVIDUAL STAFF HMEMBEER.” (The only exception ig in the case of 2
subatantiated personal fisancial hardship, only afrer certification must be in
writing and retained in the Hecreation Fund's gemeral files.)

f5) Designate a Recreacion Fupd Custodian in writing, specifying
accountability, records kesping, and proper administration of che fund.

(5) Designate a Recreaticn Fund comneil/CopmitteafBoard in writiog.
At the discretion of the Fund adminfstrator, commsnds that cannoet support bath
2 Council and a Commictee, may form a Becreation Beard that will function io
the zame manner =5 the Council/Committee. The Board must constitute a
representative mix of officer, enlisted, age group, and msle/female personnel,
as appropriate, and ensgure attention to interests of ethnic and mincrity
Ercups. Each memiber of the board has sme equal vete. Majordty rules on
recommendations .,

{7) Designate & Recreatison Property Custodian ig writing. This
jndividnuel may B¢ the Recreation Fund Custeodiat.

d., Recreation Fund Gustodian. The Recreatbion Fund Custodian will Dave
pogeession, be koowledgeabie of, and maintain all of the reguired
publications, directive, files and ledgers percainlng te the Recreation Fund,
including when awtherized or directed by the Fund Admimistrater, the check
book. {The Recreation Fund Custodian canoet be any member sssigmed e
approprizted fund adminlstrarion responsibilities, i.e., the Storekeager). Io
following specifie duties:
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{1) Ser wp aod mainrain a receipt and expendituere record chat will be

recained for the life of the recreation fumd in Che formst prescribed in
referTateg (o).

(2) Prepare a Purchase Order, NAVCOMPT Form 2X12, prior to any
expenditure of recreation Fuads. Sanple provided as encleosure (13,

(3} Obtain and retain an itemized inveice/veceipt slip/ecash registar
tepe/delivery ticket for sach expenditure of TecTeziion fumds frow the vender.
This proef of purchase will be artached to the Price Solicitation/FPurchaze
Order Approval form, MAVCOMET Form £213. Check numbers and dates will be
entered om each ticket or invoice for the purpose of cross-refecreaciung and

audir simplification.

{4) Ensure that no purchases sTe mada with cash. All cxpeaditures of
Tecreatlon funds will be accomplished By check.

(3} Ensure chat cach transaction is supported by written
recommendation from the Eecreation Councll/Commirteef/Board and writcen
zpproval is received from the Fund Administrater.

(#) Pecomcile and balance the monthiyr bank statememtbs upon receipe,

(7} In caze of lps=e of funds, the custodism will be required co
reigburse the find cmly when it appears, by affirmacive evidence, that the
custgdian did not exergise due care gond diligence.

{8) Submit & finauncial statement to the Becreation Council fCommitteef
Board at the scheduled seeting far review zand information.

5. Becreation Property Management. There are three categories of Tecreation
property: (13 Hon=expendable. This equipment has an acquisitiom vaiue of
over 51000, Is oot consumed In its uze, znod has a 1ife expectancy <of more than
rwo years ie.g., pool table, boat, universal gym equipment, etg.)- 42)
Expendable. This equipment has an acquisition value of wunder $1000, is net
consumed in its use and hss a tife expectansy of mere thaa two years {e.g),
TV, mierowave, ping pong cable, zolf clubs, ete.i. (3} Conmmsable minor
recreation equipment., This equipment has an acquisition value of less than
140, may be consumed ip {ts vs=e, bur normelly hax a life expectancy of more
that two years {e.g., bats, balls, gloves, weight belts, temnis Tacquets,
ete. .

a. Each plece of ncoexpendable and expendable equipment will be Tecorded
o & Steck Record, HAVCOMPET Form 742-1, or & Comirolled=-BEguipage Custody
Record Card, NAVSHF Form 306, ses moclosure (2).

b. Each piece of nonexpendable and expendable equipment will bLe marked
"MWE. FROFERTT" and will have & wnique lnventory number zffixed permanentiy to
ft (normally the same numbers as the consclidated property record).
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¢. Congvmeble miner recreation property will be recorded om 2
conaolidated property Llsting and kept in the blader with the copnsolidated
property recotd cards.  See sample io enclesure {3}.

d. AIl veeTeation property will bBe inventoried af least aonweally.

e, & signed Custody Receipt, NAVWCOMET Form 744, will be obtained 7om
gach individusl borrowing property withour charge. See enciesure (42 for
exzople. Thiz receipt will be returned to che individual whee the property is

recuried.
f. Dhisposal of excess recreation properiy.

{1} Uszbie equipm=ent no lenger required by the recreatfon program will
be used 45 a trade-in for the putchase of 1ike items or be made available far
ap cost cTansfer to anocher activiiy withio RERCOM 11.

(23 Should such redisrribution not be feasible, the eacess property
may be sold to interesced individusls through a =ealed bid procedure to active
duty persocnpel as directed in reference (b).

f3) In no instance shall propercy purchased with recreation Funds be
donated to any individual or non—navel organization.

g. Disposat of umservicable recreatlon property.

£1) Property with an acguisition value of over 5300 or more will be
transferred te the nearest Defsnse Rentilization Management 3ffice (dispusall.

{2) Property with an acquisition value of less thap $300 will be
destroyed. Twe persone shall witness the disposal and verify the desrructico
in writing.

{3) Nonexpendabie or expendable property will aot be dropped from
records until 4 Certiffcate of Dispositiom, NAVCOMPT Form 2212, is approved by
the commanding officer. See sample in enclogure {5}.

h. Insurance and Self Iosurancer COMNAVMILFERSCOM is authorized to
purchage insurance or to self-insure the various exposures bo lass.
Fresentlw, all coverages are provided by self-insurance, Self-insurance means
that funds are sec aside witbin HAVMILEERSCOM central funds to pay losses.

{1) COMMAVMILFERSCOM (NMFC—652D) Casualty Insvrance Program provides
zli the eoverages necesssry for recreation vehiclea (ears, wans, trueks,
buges, etc.) and speeial purpose recreation vehieles (snewmobiles, power
eycles, tratlers including camping and boat, ete.).

f2) To he eligible For cowersge, Tecreation vehiclea and special
purpose recreation wehicles must be purchased with non-appropriated fumds and
be assigned a USN registration number by MMPC-0652D. Nete: USH registration
fumbeTrs are not assigned te boats. The boaring reglstration requirements of
the resoeccive state should be followed.
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(3) Requests for TSN registration numbers for vehicles (includicg
speclal purpese) oot previousiy Tagistered shall be submitted in aceordance
with enclosure (53} of reference (b}, ses enclosure {(6) for an example.

{4) Becreatrion vehicle insuramce coverages znd accident reporting is
deseribed in reference (d).

G, Generzl Admindstration.

a. Uoix Allgcatiouns. Requests for annual zilocatiewes shall be submitted
aC the beginniog of the fiscsel vear via che chain of command to COMMAVATREESEOR
(CODE jﬁﬁﬁl guests sust indicate the oumber of active duty Nazvy persommel
asgigned, imcluding atudemts. The current allecation rtate fs 525.00 per
active duty Havy member per year anmd $12.50 for active duty student peregnoel
DR YEar.

b. Special Graacs. Fopappropristed fund assistance to purchase
cecreation equipment for which local fuads are net available mav be requasted
from COMMAVATIRESFCR (Code 533). ERequest for equipment musi inciude
justification, inciuding decails of sreps taken to obtaia sueh equipment
through appropriated funds. Justification requirsmpents are owclined in
referance {g).

€. Vending Machittes and Amuntement Games. Vending machines znd amusement
gaties way either be pwmed by the Uaft Recreation Fumd or cwaed by private
vendars. HBRegardless of who owos the machines, Fund Administrators will adbere
to the following strict provizions:

{1) Yending machiaes and/or bulk vendiug machine supply storercoms
wili not he opened for any purposze unles= twh or WoTe membeTrs aTe present when
they are gpened, oae of which must be the Recreation Fund Custodian.

{2} Moncy counts and deposit preperatigns are to be decumented shewing
that two perties counted the noney. A sampie format is shown iz enelosure
(7). All funds received, apd particularly those removed from vending machinpes
snd amusement games will be documented in the presence of at least iwo
fecreation Fund members, one of which must be the Becreation Pund Custedian.

(3) Deposits of rash inta the Recrestion Fund'= beank sccoumt should he
at least bi—weekly or oore often wWhem cash on hand exceeds $104.00.

(4} An authenticated receipt shall he obtained from the bank for each
deposit and zhall be retained gn £ile as parc of the oificial records.

(5) Per reference (e}, profits from non-exchange operated vendiag and
amusement machines at Haval and Marine Corpe Reserve Centers will be
digtributed to each tenant on a pro rata strengih basis. The Navy and Marine
Coros have depivyed a formuls (gee enclosure (8} to provide aquitable profit
distribuiice to participating Mavy and Marine Corps wmits. The formuia
provides for the inclugion of drilling reservists snd assipned full time
Suprart persomnel within the profit distribucica plam.
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d. Change Funds. The commanding officer is authorized to establisn a
change fund if needed. The change fund must be avthorized fm writing
specifying the amount authprieed. [epending on the siZe af the Ieserve
Center, o more thap 525.00 should be suthorized.

£13 This fund will ®¢ for che purpose of making change ondy. Other
expenditures from the change fund is problbited.

(3} The entire change fund cust be available for audit and/oT
verifiration at all times [chanpe and dollar bills ausc add up to the
autherized amount).

f3} A surprise audit on the change fund wil? be held at leas:z
quaTterly by a member of the Recrestion Fund Egard. This sudit will ne
reported to che commending offfcer in writing. o copy of the audit mustc e
kerld im che Recreation Fund reccrds.

¢. Becrestion Fund Audit. The commandiag cfflcer will designace in
writing an officer ko perform azn audic on the Recreation Fund st least
annually as diTected in refersnce (b). Areas considered most vidnerable are
cash collection, basic preocurement and receiving operations, change fumd,
basic book keeping procedures, bank deposit procedures, and reconciliacion of

bank statements.

Deputy

Dictributicm: [COMNAVEESREDCOMREGZIIINST 3216.1.J)
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